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PERSONAL AND PROFESSIONAL DEVELOPMENT ASSIGNMENT

Name: Rosaura Dumitru 
Student ID: 2510325
Module Code & Title: LCLM4005 Employability and Career Development
Lecturer: Trinh Nguyen Thi Ngoc 

TASK A: JOB ADVERT COMPARISON & KEY SKILLS
Selected Job Roles
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Advert 1: Junior Business Manager – Local SME (Birmingham)
Source: Indeed.co.uk, May 2026
This role requires core skills including financial literacy and budgeting, project coordination, effective written and verbal communication, problem-solving, customer relationship management, basic digital marketing, and demonstrated teamwork with leadership potential. Required knowledge covers small business operations, UK business regulations, sustainability practices, and market research principles.

Advert 2: Assistant Enterprise Coordinator – Regional Enterprise Hub
Source: Totaljobs.com, April 2026
Key skills for this position include strategic planning, stakeholder engagement, professional report writing, strong time management, adaptability, basic data analysis, and confident presentation skills. Candidates are expected to understand entrepreneurship and startup development, funding and grant application processes, community enterprise support, and structured business planning frameworks.

Common Skills and Knowledge

Both roles identify four critical shared competencies: first, effective communication for engaging clients, suppliers, and internal teams; second, strategic problem-solving to address operational challenges and drive efficiency; third, organisation and planning to manage projects, budgets, and competing priorities; and fourth, operational business knowledge including compliance requirements and sustainable practice. Shared knowledge areas also include understanding small business dynamics, maintaining a customer focus, and awareness of local economic conditions.

Assessment of Communication as a Key Skill

Communication is the most transferable and high-impact skill for an aspiring Business Manager, with daily applications across core responsibilities. It enables successful negotiation with suppliers and partners to secure favourable terms and deliver collaborative projects. It supports leadership and influence, helping to clearly articulate goals and motivate teams to meet targets. It underpins accurate reporting and informed advice, ensuring updates and recommendations are understood by business owners and stakeholders. Finally, it builds and sustains trust with customers and the wider local community — essential for long-term retention and positive reputation. Without strong communication, even well-designed plans can fail; with it, complex ideas become actionable and productive collaboration becomes possible. This skill forms the foundation of all other managerial duties.

TASK B: SELF-ASSESSMENT & EVIDENCE OF READINESS

SWOT Analysis

Strengths
I have a strong academic understanding of business planning, marketing, and sustainability; clear written communication and report-writing abilities; a proactive, organised approach with consistent focus on meeting deadlines; and proven experience coordinating team tasks during group projects.

Weaknesses
My development areas include limited hands-on experience in financial analysis and budgeting; lower confidence when delivering formal presentations; a tendency to take on too many concurrent tasks, which risks reducing efficiency; and limited detailed knowledge of UK employment and tax regulations.

Opportunities
I can build skills through university enterprise workshops and mentorship schemes, local SME internships and volunteer projects, free online training in finance and public speaking, and regional networking events for emerging entrepreneurs.

Threats
I face a highly competitive graduate job market in the West Midlands, ongoing changes to business regulations and digital tools, and the need to demonstrate practical experience to stand out against candidates with longer industry backgrounds.

Evidence of Readiness for Employability

My preparation for junior business roles is shown through academic progress, practical experience, and constructive feedback.
Academic Achievements: I have maintained strong performance in modules including Enterprise & Entrepreneurship and Marketing Principles, particularly excelling in assignments requiring strategic analysis and business planning. I also led a group project to design a sustainable café business plan, applying market research, financial forecasting, and sustainability principles to develop a coherent, actionable strategy.
Work & Practical Experience: Since 2024, I have worked part-time as a Retail Assistant at an independent local store, gaining customer service experience, managing sales and stock checks, and supporting the manager with scheduling and promotions — building reliability, interpersonal skills, and awareness of daily operational needs. In 2025, I volunteered as an Event Coordinator for the University Enterprise Society, organising two small business networking events by managing venues, social media promotion, and attendee enquiries, which strengthened my planning and stakeholder communication skills.
Extracurricular & Feedback: I am an active member of the UWTSD Enterprise Society, attending workshops on funding and leadership. My tutor has noted my “strong analytical thinking and clear understanding of ethical and sustainable business, with the ability to contribute fresh ideas in a junior enterprise role,” while peers consistently highlight my reliability and skill at keeping group work focused and on track. These experiences confirm I have solid foundational skills, though I will continue developing practical expertise to move from being ready to contribute to being ready to lead.

TASK C: EMPLOYMENT GOALS & PERSONAL DEVELOPMENT PLAN

Short-Term & Long-Term Employment Goals

Short-Term Goals (0–2 Years): Secure a Junior Business or Enterprise Support role with a Birmingham-based SME or enterprise organisation; build confidence in delivering formal presentations and writing clear financial summaries; and gain hands-on experience in budgeting and basic financial reporting.
Long-Term Goals (3–5 Years): Progress to a Business Manager or Enterprise Development Officer position, leading small projects and teams; specialise in sustainable business strategy to help local ventures reduce environmental impact; and build a cross-sector professional network across the West Midlands enterprise community.

These goals align directly with my career aim: to support and grow responsible, community-focused businesses. Short-term targets address the skill gaps identified in my SWOT analysis to improve my employability and effectiveness from day one, while long-term goals allow me to deepen my expertise, take on greater responsibility, and turn my professional values into tangible positive impact.

Personal Development Plan

Financial Literacy & Budgeting
Actions: Complete the OpenLearn “Basic Business Finance” course; shadow a manager to review 2–3 small business budgets; create a simple monthly financial forecast. Timeline: 0–6 months. Resources: Free online course, mentor/manager guidance, spreadsheet templates. Progress Measures: Finish the course; produce two accurate forecasts; confidently explain budget figures to others.

Presentation & Public Speaking
Actions: Attend university public speaking workshops; deliver three short presentations in class or society activities; record and review practice sessions. Timeline: 0–9 months. Resources: University Skills Centre, peer feedback, recording device. Progress Measures: Receive positive feedback from three audiences; feel less anxious when presenting; deliver content in a clear, well-structured way.

Time Management & Prioritisation
Actions: Use prioritisation matrices for all tasks; set clear daily priorities and limit multitasking; conduct weekly reviews to adjust workload. Timeline: Ongoing. Resources: Digital planner, weekly reflection log. Progress Measures: Meet 100% of deadlines; reduce time spent on low-value tasks; maintain consistent work-life balance.

UK Business Regulations
Actions: Read official small business guidance on HMRC and GOV.UK; attend one local business compliance seminar. Timeline: 6–12 months. Resources: GOV.UK website, Chamber of Commerce events. Progress Measures: Summarise key compliance rules accurately; apply regulatory knowledge in business reports and plans.
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Business Development Manager
Duval Associates Ltd &
Birmingham

Permanent, Full-time

Apply with Indeed (] [ii]

The package

* £50,000 basic

« £70,000 OTE —and the ceiling's higher for the right performer

« Company car or allowance

o Realistic, uncapped earning potential —top reps here have banked £7k commissionina
single month

o The freedom to run your role your way.

One thing

You'll need to live within 90 minutes of Wrexham. Beyond that, where you are is up to you —
this is a role built on output, not attendance.

Pay: £40,000.00-£55,000.00 per year
Benefits:

« Company car
« Work from home

Experience:
o B2Bsales: 5 years (required)
Licence/Certification:
o Driving Licence (preferred)

Work authorisation:
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Enterprise Coordinator

Location
Reporting to Skills Lead / Hub Lead

Direct reports None

Term TBC

salary Range Please refer to specific role information

The Careers & Enterprise Company has been set up to inspire and prepare young people for the
fast-changing world of work.

It has established a network of coordination (Enterprise Adviser Network) across England in
partnership with Local Enterprise Partnerships, with over 200 full time Enterprise Coordinators now
‘working with clusters of 20 schools and colleges, or 15 schools and colleges in “Careers Hubs”.

significant focus has been on improving links between employers and schools and colleges, to
create powerful, lasting connections. Over 4000 Enterprise Advisers - business volunteers who have
signed up to provide strategic support to individual schools and colleges — are now part of the
Enterprise Adviser Network (EAN). More than 300 Cornerstone Employers from a range of business
sectors and sizes have stepped up to support young people in Careers Hubs around the country.

Christine Hodgson, Chairman of Severn Trent, is Chair of The Careers & Enterprise Company. Other
board members include Steve Holliday; former Chief Executive of National Grid plc, Brian Lightman,
former General Secretary of ASCL; Dame Julia Cleverdon DCVO, CBE, Vice President of Business in
the Community and Special Adviser to The Prince’s Charities; Mo Isap, Chair of the Greater
Manchester Careers and Employability Board; David Baldwin, current Head Teacher of Churchill
Community College and Lizzie Beale, youth board member and Charity and Community Partnerships
Manager at Heathrow,

‘The company is led by Oli de Botton, CEO and former Founder & Head Teacher at School 21 in East
London.

Role Summary

The Enterprise Coordinator (EC) sits at the heart of the local EAN in order to help schools and
colleges improve their careers and enterprise programmes and to engage with the world of work.

‘Working closely with the Skills Lead/Hub Lead, the EC will ensure the EAN is embedded into the
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